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OFFICE OFTHE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES A N 0  HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

Attention: Scheduling Section. 
FOR RECORDS MANAGEMENT USE FORAGENCYUSE 1. AgenW Addres State Scholarship; Commission -------- 

Appliution b t e  

Application Number '2187 Northlake Parkway Data Received Data Completed 
AFR 1 I 1978 

T G o n  to Contact Working Title Telephone Number 

:eorgia Higher Education Assistance AuthoritfwtiQtio" Number 
Xvision - 9 Lavista .Perimeter Park, Suite 110 7 8  - 7 7 -. Jv- 

2-21-18 

Tucker, Ga. 30084 
___ .. .~~ ~ - - ~ .  - .',''-- 78-093 - 

~~ .. . -- 

1 -  RECORDS MANAGEMENT DIVISION 

I INSTRUCTIONS: See Publication No. 76-RM-1 for instructions 'on completing this form. Forwaid signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta. Georgia. 30334, 

4. Dates of Series 
Earliest Latest 

5. Records Series T i e  (followed by title used in office: if different) 

:tains the following documents (include form numbers and titles, if any): 
Attach samples of the file. 

Documents relating to: paying students and institutions of higher learning funds granted under . 
the Authority's assistance programs. 

cancelled checks payable to student or institution of higher learning. lnduded are: 
- i  

, 

File " Chronologically by month in which cleared bank: 
check number. 

thereunder numerically by 

8. Monthly Reference Rate How often are records referred to which are: 

One to six months old twice VeaSlSeven to twelve months o l d t X i L L p 3 r ~ i r t e e n  to twentyfour months old LdCEyearl; 
twenfv-five months and older U&=%+dly. 

Latter-tim drawers 

- - - 
~ A c c u r n u l a t i o n  of Remrdr ; Lqal4ze drawers ;Shelves . : Other (rpaify) 5 boxes 

- 

FY 69 I Continuous 
6. Division a d O f f i a  Function 
The function of the Georgia Higher Education Assistance Authority Division is to administer 

GHEAA Fund Control Account Cancelled Check Files 
What is the function of the Division and the Office in h i c h  this record series is created? 

the following programs: 1) Direct Loan Program in which recipients receive educational 
'funds directly-: 2). The PriGate College Tuition Grant program in which students attending 

in which students attending approved institutions in. the state are granted funds based on need 
4); The North Georgia ROTC program in which students who are attending North Georgia College 
and participating in the ROTC program are awarded grants. 

'private colleges are awarded tuition grants. 3).The Georgia Incentive Scholarship program 

I 
I 
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e a duplication of th i s  series in your office, or in another office or agency? 

d. Audit period 0 years. 
b. Statute of limitation a. Administrative need &-years. 

f. Federal retention instructions 

0 
--Yeon. 

Attach copy or e x m t  of laws or regulations. Explain administrative need. 
Federal laws and regulations require that a l l  records pertaining t o  each student loan be 
retained for not less than ( 5 )  years after loan has been repaid, repayment period maximum 

Code of Federal'Regulations Part 177,  T i t l e  45. (see attached). 

12 Approved Disposition Instructions This agency recommends tha t  the file series be cut off a t  the end of each: 

0 Calendar Year; @'-Fiscal Year: 0 Other 
- --_ 

then, 

Q Hold in the Current files area - d m o n t h ( s )  
0 Transfer to local holding area; hold 
@ Transfer to State Reairds Center; hold -year(r); then 
Q Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other tSpecifvl 

yeark); then 
yearls); then 

. .  
. .  ~~ . .  . . .  . . I .  . _i 

Thsse instructions apply to a l l  prior and future accumulations of the series. 


